SN WWashinglon ARCHIVES & RECORDS MANAGEMENT DIVISION

P f S 1129 East Washington Street

4 /Secretary of State -
E; N0 ympia, -

SAM REED Tel (360) 586-4900

Fax (360) 664-8814

http://www.sos. wa.qov/archives

April 26, 2010

TO: Steve Ryser, State Records Committee Member
Traci Fried|, State Records Committee Member
Mike Steenhout, State Records Committee Member
Jerry Handfield, State Archivist
Russell Wood, State Records Manager

FROM: Michele Mallery, State Government Records Management Specialist
Records Management Office

RE: May 5, 2010 SRC Packets

Enclosed are the May 5, 2010 SRC packets. Below is the contact information for the
Records Officers who submitted schedules for review and approval by the committes.

DNR: Peggy Murphy — (360} 902-1561 or Peggy.Murphy@dnr.wa.gov
DOH: Sid McAlpin — (360)236-3211 or Sid.Mcalpin@doh.wa.qov

DOL: Hannah Fultz — (360)359-4013 or hfuitz@dol.wa.gov

DOT: Cathy Downs — (360)705-7761 or downsc@wsdot.wa.gov

DSHS: Millie Brombacher — (360)664-6048 or brombma@dshs.wa.gov
L&I: Lysa Homan Walker — (360)202-5777 or wlys235@ini.wa.gov
Lottery: Bruce Eisentrout — (360)664-4790 or beisentrout@walottery.com
QSPI: Laura Russell — (360)725-6382 or Laura.Russell@k12.wa.us
UW: Barbara Benson — (206} 543-7950 or bbenson@u.washington.edu
WSP: Kristin Young — (360)596-4139 or Kristin. Young@wsp.wa.gov
WSU: Ralph Jenks — (509) 335-2004 or jenks@wsu.edu

Please remember to cc: me at michele.mallery@sos.wa.gov on e-mails you send to
the Records Officers so that [ know to expect updated schedules.

If you have any questions please feel free to contact me at (360) 586-4901.

Michele Mallery
State Government Records Management Specialist
MEM
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STATE OF WASHINGTON
STATE RECORDS COMMITTEE

Office of the State Auditor « Office of Financial Management » Office of the Attorney General & State Archives
PO Box 40238 » Clympia, Washingion 98504-0238 « (360) 586-4900

May 5, 2010 — 1:30 pm
Archives Conference Room, Olympia, WA

AGENDA

I.  ROUTINE ITEMS
A. Callto Crder
B. Introduction of Guests
C. Approve April 7, 2010 Minutes
D. Adoption of Today's Agenda

1. WASHINGTON STATE ARCHIVES UPDATES
A. Announcements from the State Archivist
B. Update on Digitization After Destruction (DAD) applications

. OLD BUSINESS
A. Tabled items from previous meetings:
1. Department of Social and Health Services
Office 765 — Child Study & Treatment Center

2. Washington State University
Office 2980 — Business Services — Sponsored Program Services

3. Department of Licensing
Office 520, 523 — Driver Examining
Office 611 — Business & Professions — Professional Athletes
Office 638 — Business & Professions — Cosmetology
Office 638, 611, 688, 685, 693, 666 — Business & Professions — Professional
Licensing Support Services)

IV. NEW BUSINESS
A. State Agency Unique Records Retention Schedules
1. Washington State Lottery
Office 400 - Marketing

2. Department of Natural Resources
Office 608 — Public Land Survey Office & Advisory Board

3. Office of the Superintendant of Public Instruction
Office 530 — Assessment and Student Information
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4. Washington State Patrol
Office 120 —~ Office of Professional Standards

5. Department of Transportation
Office 064 — Cartography & GIS

6. Department of Licensing
Office 422 — Vehicle & Special Licensing
Office 651 — Engineers Board

7. Department of Labor & Industries
Office 485 — Specialty Compliance Services — Elevator Program
Office 495 — Prevailing Wage
Office 518 — Claims Administration — Return to Work Program —
WorkSource Program

8. Department of Social and Health Services
Office 106 — Background Check Central Unit (BCCU)
Office 763 — Western State Hospital
Office 765 — Child Study & Treatment Center

9. Department of Health
Office 417 — EH — Office of Shellfish & Water Protection
Office 487 — HSQA — Maternal & Child Health
Office 607 — HSQA — Adjudicative Services Unit

10.University of Washington
Office Any Office
Office 34/05/01 — EH&S: Radiation Safety
V. OTHER BUSINESS
VI. NEXT MEETING - 1:30 pm June 2, 2010

Vil. ADJOURNMENT
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STATE OF WASHINGTON

STATE RECORDS COMMITTEE

Office of the State Auditor » Office of Financial Managemens » Office of the Attorney General » State Archives
PO Box 40238 » Olympia, Washington 98504-0238 » (360) 586-4900

MEETING MINUTES
April 7, 2010 — 1:30 pm
Archives Conference Room, Olympia

Members Present: Steve Ryser (Office of the State Auditor); Traci Friedl {Office of the Attorney General};
Mike Steenhout (Office of Financial Management); Jerry Handfield (State Archivist) (via phone})

Staff Present: Russell Wood (State Records Manager); Michele Mallery (Records Management); Deborah
Bahn (Digital Archives)

Records Officers/Guests: Millie Brombacher (Department of Social and Health Services); Sherree
Christiansen Hempstead (Department of Revenue); Lysa Homan Walker (Department of Labor and Industries);
Cara Bell {University of Washington); Barbara Benson (University of Washington); Bernadette Petruska
(Military Department); Larry Schmitt (Department of Revenue); Jamey Taylor (Department of Ecology); Bruce
Clark (Department of Licensing); Peggy Murphy (Department of Natural Resources);Christine Taylor
(University of Washington);Jackie Beeny (Department of Social and Health Services).

ROUTINE BUSINESS
A. Call to Order: Steve Ryser called the meeting to order at 1:34 p.m.

B. Introduction of Records Officers/Guests: All Records Officers and guests were introduced.

C. Approve March 3, 2010 Minutes: Ryser called for a motion to approve the March, 2010 minutes;
moved by Friedl, seconded by Ryser.
Resolution: Motion carried.

D. Adoption of Today’s Agenda: Ryser called for a motion to approve the agenda as submitted;
moved by Friedl, seconded by Steenhout.
Resolution: Motion carried.

WASHINGTON STATE ARCHIVES UPDATES

A. Announcements from the State Archivist

B. The State Archivist announced he was at the National Archives in Washington D.C. regarding the
electronic records archives project meeting. It is the National Archives effort to prepare for the
collection and preservation of electronic records. There are representatives from several State
Archives, Air Force, Library of Congress, private sector, the White House as well as the new
Archivist of the United States. A year ago the White House asked for advice on Social Media. The
State Archivist mentioned that the records management staff had put up advice on our website
regarding social media. Last week, the State Archivist spoke to the National Institute of Standards.
They are working on standards for the preservation of electronic records.

C. The Local Records Committee has been working with County Officials who are looking forward to
have us take on more and more county records, particularly the County Clerks.
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V.

. The State Archivist reported there is a case where the State Archivist sent a letter to a judge who

thought it was proper to destroy records before their retention period had elapsed. The State
Archivist will keep agencies posted.

. The State Records Manager announced the Governor has proclaimed April to be Records

Management Month.

. Update on Digitization After Destruction (DAD)} Applications: Russell Wood announced that

records management has been working diligently on the applications and getting several approved.
Three more applications were received from Local Government agencies. The new forms have
made the process easier to get through.

OLD BUSINESS
A. Tabled item from March 3, 2010 meeting

1. Department Of Social and Health Services Office 209 (Ombudsman) dated January 28,

2010.
Action: Motion to approve pending correction of DAN number; Steenhout, seconded by Friedl.

Resolution: Motion carried.

Department of Social and Health Services Office 765 (Child Study & Treatment Center) dated
February 1, 2010.

Action: Motion to approve: Friedl, seconded by Steenhout.

Resolution: Motion carried.

2. Military Department Office 245 (Mil/Records Officers) dated March 23, 2010.
Action: Motion to approve: Handfield; seconded by Ryser
Resolution: Motion carried.

NEW BUSINESS
A. State Agency Unique Records Retention Schedule

1. Department of Ecology
Records Retention Schedule for Office 420 — Shorelands & Environmental Assistance, dated
February 16, 2010.
Action: Motion to approve: Ryser, seconded by Friedl.
Resolution: Motion carried.

2. Department of Corrections
Records Retention Schedule for Office 120 — Headquarters — Emergency Operations Unit,
dated March 18, 2010.
Action: Motion to approve: Ryser, seconded by Steenhout.
Resolution: Motion carried.

3. Department of Natural Resources
Records Retention Schedule for Office 480 — Public Disclosure/Records Stewardship, dated
March 2, 2010.
Action: Motion to approve: Friedl; seconded by Ryser
Resolution: Motion carried.

4. Department of Revenue
Records Retention Schedule for Office 708 — Taxpayer Account Admin/Information, dated
March 10, 2010.
Action: Motion to approve: Ryser; seconded by Steenhout.
Resolution: Motion carried.
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. Department of Veterans Affairs

Records Retention Schedule for Office 610 — DVA/Superintendent’s Office Records, dated
March 10, 2010.

Action: Motion to approve; Friedl; seconded by Ryser.

Resolution: Motion carried

. Washington State University

Records Retention Schedule for Office 2980 — Business Services — Sponsored Programs
Services, dated February 25, 2010.

Action: Motion to table: Ryser seconded by Handfield.

Resolution: Motion carried.

. Military Department

Records Retention Schedule for Office 880 — Emergency Management Division/Response
Section, dated March 19, 2010.

Action: Motion to approve: Fried|; seconded by Ryser.

Resolution: Motion carried.

. Department of Social and Health Services

Records Retention Schedule for Office 106 — Background Check Central Unit (BCCU), dated
March 13, 2010

Action: Agency withdrew pages 1 and 2, series “Background Check Authorization Forms and
Results for Individuals Not Hired (Service Providers)” and “Background Check Authorization
Forms and Results for Hired (Service Providers)”; Motion to approve pages 2-10 with
corrections: Steenhout; seconded by Fried|

Resolution: Motion carried.

Records Retention Schedule for Office 763 — Western State Hospital, dated March 11, 2010.
Action: Motion to approve: Friedl; seconded by Steenhout
Resolution: Motion carried.

11, 2010
Action: Motion to table to clarify retention increase: Friedl; seconded by Handfield

Resolution: Motion carried.

. University of Washington

Records Retention Schedule for Office Any Office, dated March 8, 2010
Action: Motion fo approve: Friedl; seconded by Steenhout.
Resolution: Motion carried.

Records Retention Schedule for Office 08/11/03 — Commuter Services: Maintenance, dated
March 8, 2010.

Action: Motion to approve: Friedl; seconded by Steenhout

Resolution: Motion carried.

Records Retention Schedule for Office 08/12/01 — Property and Transport Services: Fleet
Services and Maintenance, dated March 9, 2010

Action: Motion to approve: Friedl; seconded by Steenhout.

Resolution: Motion carried.

Records Retention Schedule for Office 10/03 — Human Resources Operations, dated March 19,
2010.
Action: Motion to approve: Friedl; seconded by Steenhout.

Jof5
State Records Commitice Meeting
April 7, 20190



Resolution: Motion carried.

Records Retention Schedule for Office 10/11 — Violence Prevention Response Program, dated
March 9, 2010

Action: Motion to approve: Friedl; seconded by Steenhout.

Resolution: Motion carried.

10. Department of Licensing
Records Retention Schedule for Office 424 — Title & Registration — Revenue Management Unit,
dated March 15, 2010.
Action: Motion to approve: Friedl; seconded by Ryser.
Resolution: Motion carried.

Records Retention Schedule for Office 520, 523 — Driver Examining, dated February 25, 2010.
Action: Motion to table for further clarification of the control of the automated system and who
provided the test: Ryser; seconded by Friedl.

Resolution: Motion carried.

Records Retention Schedule for Office 811 — Business and Professions — Professional

Athletics, dated March 15, 2010.
Action: Motion to table "Promoter Application File” to clarify the combination into "Original

Applications” series: Handfield; seconded by Ryser
Resolution: Motion carried.

Records Retention Schedule for Office 611, 688, 685, 693, and 666 — Business and Professions
— Professional Licensing Support Services, dated March 10, 2010.

Action: Motion to approve: Friedl; seconded by Handfield

Resolution: Motion carried.

Records Retention Schedule for Office 638 — Business and Professions — Cosmetology, dated
March 12, 2010

Action: Motion to table as not all pages present for committee to review: Steenhout; seconded
by Friedl.

Resolution: Motion carried.

Records Retention Schedule for Office 638, 611, 688, 685,693 and 666 — Business &
Professions — Cosmetology, dated March 12, 2010

Action: Motion to table items “Child Support Suspensions” and “Student Loan Default
Suspension” and look at combine into a Suspension type file: Ryser; seconded by Steenhout.
Resolution: Motion carried.

V. OTHER BUSINESS

VI. NEXT MEETING
When: May 5, 2010 - 1:30pm
Where: Archives Conference Room, Archives and Records Building, Olympia.

ViIl.  ADJOURNMENT
Action: Motion to adjourn: Handfield, seconded by Fried|.
Resolution: Meeting adjourned 3:50 p.m.
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CERTIFICATION OF MINUTES OF THE STATE RECORDS COMMITTEE MEETING:

i, Steve Ryser, Chair of the State Records Committee, certify that the above is a true and correct transcript of
the minutes of a public meeting of the State Records Committee of the Secretary of State, Archives and
Records Management Division, held in the State Archives Building conference room on April 7, 2010 and that
the public meeting was duly called and held in all respects in accordance with the faws of the State of
Washington and that a quorum was present.

Chair Signature Date
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WH INGTON STATE
U?HVERSITY Office of Procedures, Records, and Forms

MEMORANDUM

DATE: February 24, 2010

TO: State Records Committ@e
FROM: Ralph Jenks

SUBJECT:  Request for Records Retention Schedule and Disposition Authority Number
for Business Services— Sponsored Programs Services (Office #2980)

Please find enclosed a Request for Records Retention Schedule and Disposition Authority
Number for your review and approval. The previous request for records retention schedule
changes for this office was approved on August 22, 2005.
We have made changes in the following Records Series Titles:

*  A-133 Subrecipient Compliance Confirmation File

This revision updates the description and changes the cutoff from issue date.

Other Records Series Titles (if any) do not reflect changes or are covered by General Schedule
disposition authority numbers.

Thank you for your attention to this matter.

enclosure(s)

PG Box 541225, Puitman, WA 9G184-1225
509-335-2005 » Fax: 569-335-3965 « Rt/ v wsu eduf/—~forms/findex homi
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Mallery, Michele

From: Brombacher, Millie A. (DSHS ASD) [BrombMA@«dshs.wa.gov]
Sent: Wednesday, April 21, 2010 1:45 PM

To: Mallery, Michele

Subject: FwW: Office 760

Michele, below is Jessica’s answer. What do you want us to de? Millie

Millie Brombacher

DSHS Records Officer

F@rms and Rec@rds Management Services
Mail Stop: 45805

= (360) 664-6048

Fax: (360) 664-6186

Please visit our Intranet website at:
http://asd.dshs.wa.gov/FRMS/index.htm

and our Internet website at:
http://www.dshs.wa.qov/msa/forms/eforms.html

From: Bayne, Jessica H. (DSHS/HRSA/DBHR)
Sent: Wednesday, April 21, 2010 1:14 PM
To: Brombacher, Millie A. (DSHS ASD)
Subject: RE: Office 760

Qur copy of these is just for payment purposes. We just receive a copy of the assessment. The nursing home
should also have a copy, which my understanding is then that ours is a secondary copy. However, if we still need
to change it to 8 years to put us in compliance with the RCW, let’s do so. Thanks!

Jessica H. Diaz-Bayne, Administrative Assistant
DSHS, Div. of Behavioral Health and Recovery
PO Box 45830, Olympia, WA 98504

PHONE: (360) 725-1510

FAX (360) 725-9960
jessica.bayne(@dshs.wa.gov

The information contained in this communication is privileged and/or confidential information intended for the use of the individual or entity named
above. If the reader is not the intended recipient, you are hereby notified that any dissemination, distributicn, or copying of this communication is strictly
prohibited. If you have received this communication in error, please notify me immediately.

From: Brombacher, Millie A. (DSHS ASD)
Sent: Wednesday, April 21, 2010 12:31 PM
To: Bayne, Jessica H. {DSHS/HRSA/DBHR)
Subject: FW: Office 760

Jessica, State Records Management suggests that seven years may not be enough in
accordance with RCW. Please see Michele’s response below. Millie

Millie Brombacher
DSHS Records Officer



F&rms and Rec®rds Management Services
Mail Stop: 45805

= (360) 664-6048

Fax: (360) 664-6186

Please visit our Intranet website at:
http://asd.dshs.wa.gov/FRMS/Iindex.htm

and our Internet website at:
http://www.dshs.wa.gov/msa/forms/eforms.html

From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Wednesday, Aptil 21, 2010 12:19 PM

To: Brombacher, Millie A. (DSHS ASD)

Subject: RE: Office 760

Millie, _
In accordance with RCW 18.51.300, retention is 8 years following most recent discharge of the
patient. This is considered part of the medical record and that is why we are questioning the

retention.

Best %\gm‘;&,
Wichele Maﬂé:\y

State Government Records Man@emenf d’pecfaﬁff

Washington State Archives

Office of the Secretary of State

1129 Washington Street SE; MS: 40238
Olympia, WA 98504

[Please note new email address] Michele.Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training, click on the
following link:

ht tp://Wwww.508. wa.gov/ archives / RecordsManagementz records state.as DX

Learn more about the Washington State Archives
Review the State Records Commitie Minutes
Review the Local Records Committee Minutes

From: Brombacher, Millie A, (DSHS ASD} [mailto:BrombMA@dshs.wa.gov]
Sent: Wednesday, April 21, 2010 11:31 AM

To: Mallery, Michele

Subject: FW: Office 760

Michele, here is the answer I received to your question about the 92-10-51388 Nursing
Facility Resident Mental Health Assessments under Office 760. Seven years is quite
normal for federal retention. Why is the retention being questioned? Millie

Millie Brombacher

DSHS Records Officer

F@rms and Rec®rds Management Services
Mail Stop: 45805



® (360) 664-6048
Fax: (360) 664-6186

Please visit our Intranet website at:
http://asd.dshs.wa.gov/FRMS/index.htm

and our Internet website at:

http: //fwww.dshs.wa.gov/msa/forms/eforms.html

From: Bayne, Jessica H. (DSHS/HRSA/DBHR)
Sent: Wednesday, April 21, 2010 10:19 AM
To: Brombacher, Millie A. (DSHS ASD)
Subject: RE: Office 760

This is the response I received to your question:

“PASRR clients typically are evaluated once, prior to or after entry into a skilled nursing facility. The fact of the length of
placement at a facility doesn’t have anything to do with our work. We only evaluate them to determine whether there
may be a mental iliness and to recommend treatment if there are indications that the person does have a mental illness.

Once the evaluation is conducted, we retain records for seven years, consistent with federal requirements. Seven years
from the date of the evaluation, the records should be properly destroyed.”

Please let me know if you have any other questions or need any further information.

Jessica H. Diaz-Bayne, Administrative Assistant
DSHS, Div. of Behavioral Health and Recovery
PO Box 45330, Olympia, WA 98504

PHONE: (360) 725-1510

FAX (860) 725-9960
jessica.bayne@dshs.wa.gov

The information contained in this communication is privileged and/or confidential information intended for the use of the individual or entity named
above. If the reader is not the intended recipient, you are hereby notified that any dissemination, distribution, or copying of this communication is strictly
prohibited, If you have received this communication in error, please notify me immediately.

From: Brombacher, Millie A. (DSHS ASD)
Sent: Tuesday, April 20, 2010 8:49 AM
To: Bayne, Jessica H. (DSHS/HRSA/DBHR)
Subject: FW: Office 760

State Records Management has a question regarding your series change. Can you
provide an answer for me? Millie

Miilie Brombacher

DSHS Records Officer

F@rms and Rec@rds Management Services
Mail Stop: 45805

& (360) 664-60438

Fax: (360) 664-6186



Please visit our Intranet website at:
htip://asd.dshs.wa.gov/FRMS/index.hitm

and our Internet website at:
http://www.dshs.wa.gov/msa/forms/eforms.htmi

From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Tuesday, April 20, 2010 8:44 AM

To: Brombacher, Millie A. (DSHS ASD)

Subject: RE: Office 760

Millie,

After looking at the links, there is nothing stated in regards to how long the PASSAR's are to be kept.
When | worked in the NH, they were never destroyed, just purged from the patient’s file. The only
time they were destroyed, was after the patient was discharged and then whatever retention (! think 7

years).

Is there documentation that states how long the PASSAR’s are to be kept?

Best %ﬂamﬁ,
Michele Maﬂ;(y

Stale Government Records 'Mamyemsnf S’peaiaﬁsf

Washington State Archives

Office of the Secretary of State

1129 Washington Sireet SE; MS: 40238
Olympia, WA 08504

[Please note new email address] Michele Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368

To reccive updates on records management advice, records retention schedules and training, click on the

following link:
hitp://www.sos.wa.gov/archives/RecordsManagement/records state.aspx

Learn more about the Washington State Archives
Review the State Records Committe Minutes
Review the Local Records Committee Minutes

From: Brombacher, Millie A. (DSHS ASD) [mailto:BrombMA@dshs.wa.gov]
Sent: Tuesday, April 20, 2010 8:14 AM

To: Mallery, Michele

Subject: RE: Office 760

Here are some links for you:

http://www.efmoody.com/longterm/reconciliation.htmi

http://www.ssa.gov/OP _Home/comp2/F100-203.htm]




Millie Brombacher

DSHS Records Officer

F&rms and Rec@rds Management Services
Mail Stop: 45805

& (360) 664-6048

Fax: (360) 664-6186

Please visit our Intranet website at:
http://asd.dshs.wa,gov/FRMS/index.htm

and our Internet website at:
http://www.dshs.wa.gov/msa/forms/eforms.html

From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Tuesday, April 20, 2010 8:06 AM

To: Brombacher, Millie A. (DSHS ASD)

Subject: Office 760

Millie, :
Can you please send me the Omnibus Reconciliation Act of 1987 in regards to the OBRA PASSAR
Assessment, where it states review is required by the Federal Omnibus Reconciliation Act of 19877 |

am unable to find anything in regards to this,

Best Rﬁﬂmﬂ&ﬁ‘,
Michele 'Maﬁéry

State Government Records Man@em&nf J’pem fist

Washington State Archives

Office of the Secretary of State

1129 Washington Street SE; MS: 40238
Olympia, WA 98504

[Please note new email address] Michele. Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training, click on the

following link:
hittp://www.sos.wa.gov/archives/RecordsManagement/records state.aspx

Learn more about the Washington State Archives
Review the State Records Commitie Minutes
Review the Local Records Committee Minutes



WAC 388-97-2000: Preadmission screening and resident review (PASRR) determination ... Page 1 of 1

WAC 388-97-2000
Preadmission screening and resident review (PASRR} determination and appeal rights.
(1) The resident has the right to choose to remain in the nursing facility and receive specialized services if.
(a) He or she has continuously resided in a nursing facility since October 1, 19887, and

{b) The department determined, in 1990, that the resident required specialized services for a serious mental illness or developmental
disability but did not require nursing facility services.

{2) In the event that residents chose to remain in the nursing facility as outlined in subsection (1) above, the depariment, or designee,
will clarify the effect on eligibility for medicaid services under the state plan if the resident chooses to leave the facility, including Its effect
on readmission to the facility.

{3) An individual applying for admission to a nursing facility or a nursing facility resident who has been adversely impacted by a
PASRR determination may appeal the department's determination that the individual is:

{a) Not in need of nursing facility care as defined under WAC 388-106-0350 through 388-106-0360;
(b) Not in need of specialized services as defined under WAC 388-97-1980; or
{c) Need for specialized services as defined under WAC 388-97-1860.

{4) The nursing facility must assist the individual applying for admission or resident, as needed, in requesting a hearing to appeal the
department's PASRR determination.

{5) If the department's PASRR determination requires that a resident be transferred or discharged, the depariment will:

{a) Provide the required notice of transfer or discharge to the resident, the resident's surrogate decision maker, and if appropriate, a
family member or the resident's representative thirty days or more before the date of transfer or discharge;

{b) Attach a hearing request form to the transfer or discharge notice;
() Inform the resident, in writing in a language and manner the resident can understand, that:
(i) An appeal request may be made any time up to ninety days from the date the resident receives the notice of transfer or discharge;

(i) Transfer or discharge will be suspended when an appeal request is received by the office of administrative hearings on or before
the date of transfer or discharge set forth in the written transfer or discharge notice; and

{ii) The resident will be ineligible for medicaid nursing facility payment:
(A) Thirty days after the receipt of written notice of transfer or discharge; or

(B) If the resident appeals under subsection (1)(a) of this section, thiity days after the final order is entered upholding the department's
decision to transfer or discharge a resident.

(6) The department’s home and community services may pay for the resident's nursing facility services after the time specified in
subsection {5)(c)(iii} of this section, if the department determines that a [ocation appropriate to the resident's medical and other needs is
not available.

(7) The department will:

{a) Send a copy of the transfer/discharge notice to the resident's attending physician, the nursing facility and, where appropriate, a
family member or the resident's representative;

(b) Suspend transfer or discharge:

(i) If the office of administrative hearings receives an appeal on or before the date set for transfer or discharge or before the resident is
acfually transferred or discharged; and

(i} Until the office of appeals makes a determination; and
(c) Provide assistance to the resident for relocation necessitated by the department's PASRR determination.
(8) Resident appeals of PASRR determinations will be in accordance with 42 C.F.R. § 431 Subpart E, chapter 388-02 WAC, and the

procedures defined in this section. In the event of a conflict between a provision in this chapter and a provisien in chapter 388-02 WAC,
the provision in this chapter will prevail.

{Statutory Atthority: Chapters 18.51 and 74.42 RCW and 42 C.F.R. 489,52, 08-20-062, § 388-97-2000, filed 8/24/08, effective 11/1/08.]

http://apps.leg. wa.gov/wac/default.aspx?cite=388-97-2000 4/21/2010



RCW 18.51.300: Retention and preservation of records of patients. Page 1 of 1

RCW 18.51.300
Retention and preservation of records of patients.

Unless specified otherwise by the depariment, a nursing home shall retain and presetve all records which relate directly to the

X

care and freatment of a patient for a period of no less than eight years following the most recent discharge of the patient;
except the records of minors, which shall be retained and preserved for a period of no less than three years following
attainment of the age of eighteen years, or ten years following such discharge, whichever is longer.

If a nursing home ceases operations, it shall make immediate arrangements, as approved by the department, for
preservation of its records.

The depariment shall by regulation define the type of records and the information required fo be included in the records to
be retained and preserved under this section; which records may be retained in photographic form pursuant to chapter 5.46
RCW.

[1995 1stsp.s. c 18 § 44; 1981 1stex.s. c2 § 24; 1975 1stex.s.c 175§ 2]

Notes:
Conflict with federal requirements - Severability -- Effective date — 1995 1st sp.s. ¢ 18: See notes

following RCW 74.39A.030.

Severability - Effective dates -- 1981 1st ex.s. ¢ 2: See notes following RCW 18.51.010.

http://apps.leg. wa.gov/rew/default.aspx?cite=18.51.300 4/21/2010
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§483.20(1)(3) A post-discharge plan of care that is developed with the participation
of the resident and his or her family, which will assist the resident to adjust to his or
her new living environment.

Interpretive Guidelines §483.20(1)(3):

A post-discharge plan of care for an anticipated discharge applies to a resident whom the
facility discharges to a private residence, to another NF or SNF, or to another type of
residential facility such as a board and care home or an intermediate care facility for
individuals with mental retardation. Resident protection concerning transfer and
discharge are found at §483.12. A “post-discharge plan of care” means the discharge
planning process which includes: assessing continuing care needs and developing a plan
designed to ensure the individual’s needs will be met after discharge from the facility into
the community.

Probes §483.20(1):

e Does the discharge summary have information pertinent to continuing care for
the resident?

« Isthere evidence of discharge planning in the records of discharged residents
who had an anticipated discharge or those residents to be discharged shortly
(e.g., in the next 7-14 days)?

¢ Do discharge plans address necessary post-discharge care?

« Has the facility aided the resident and his/her family in locating and
coordinating post-discharge services?

« What types of pre-discharge preparation and education has the facility
provided the resident and his/her family?

F285
§483.20(e) Coordination

A facility must coordinate assessments with the pre-admission screening and resident
review program under Medicaid in part 483, subpart C to the maximum extent practicable
to avoid duplicative testing and effort.



Interpretive Guidelines §483.20{e)

With respect to the responsibilities under the Pre-Admission Screening and Resident
Review (PASRR) program, the State is responsible for conducting the screens, preparing
the PASRR report, and providing or arranging the specialized services that are needed as
a result of conducting the screens. The State is required to provide a copy of the PASRR
report to the facility. This report must list the specialized services that the individual
requires and that are the responsibility of the State to provide. All other needed services
are the responsibility of the facility to provide.

§483.20(m) Preadmission Screening for Mentally Ill Individuals and
Individuals With Mental Retardation.

§483.20(m)(1) A nursing facility must not admit, on or after Jannary 1, 1989, any
new residents with:

(i) Mental illness as defined in paragraph (m)(2)(i) of this section, unless the
State mental health authority has determined, based on an independent physical
and mental evaluation performed by a person or entity other than the State
mental health authority, prior to admission;

(A) That, because of the physical and mental condition of the individual, the
individual requires the level of services provided by a nursing facility; and
(B) If the individual requires such level of services, whether the individual
requires specialized services for mental retardation.

(ii) Mental retardation, as defined in paragraph (m)(2)(ii) of this section, unless
the State mental retardation or developmental disability authority has
determined prior to admission--

(A) That, because of the physical and mental condition of the individual, the
individual requires the level of services provided by a nursing facility; and
(B) If the individual requires such level of services, whether the individual
requires specialized services for mental retardation.

§483.20(m)(2) Definitions. For purposes of this section:

(i} An individual is considered to have “mental illness” if the individual has a
serious mental illness defined at 483.102(h)(1).

(ii) An individual is considered to be “mentally retarded” if the individual is
mentally retarded as defined in 483.102(b)(3) or is a person with a related
condition as described in 42 CFR 1009.



Intent §483.20(m):

To ensure that individuals with mental illness and mental retardation receive the care and
services they need in the most appropriate setting.

“Specialized services” are those services the State is required to provide or arrange for
that raise the intensity of services to the level needed by the resident. That is, specialized
services are an “add-on” to NF services--they are of a higher intensity and frequency than
specialized rehabilitation services, which are provided by the NF.

The statute mandates preadmission screening for all individuals with mental illness (MI)
or mental retardation (MR) who apply to NFs, regardless of the applicant’s source of
payment, except as provided below. (See §1919(b}3)(F).) Residents readmitted and
individuals who initially apply to a nursing facility directly following a discharge from an
acute care stay are exempt if:

o They are certified by a physician prior to admission to require a nursing
facility stay of less than 30 days; and

« They require care at the nursing facility for the same condition for which they
were hospitalized,

The State is responsible for providing specialized services to residents with MI/MR
residing in Medicaid-certified facilities. The facility is required to provide all other care
and services appropriate to the resident’s condition. Therefore, if a facility has residents
with MI/MR, do not survey for specialized services, but survey for all other requirements,
including resident rights, quality of life, and quality of care.

If the resident’s PAS report indicates that he or she needs specialized services but the
resident is not receiving them, notify the Medicaid agency. NF services ordinarily are not
of the intensity to meet the needs of residents with MI or MR.

Probes §483.20(m):

If sampled residents have MI or MR, did the State Mental Health or Mental Retardation
Authority determine:

« Whether the residents needed the services of a NEF?

»  Whether the residents need specialized services for their MR or MI?

F309

(Rev. 41: Issued: 04-10-09; Effective/Implementation Date: 04-10-09)
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SUPERINTENDENT OF PUBLIC INSTRUCTION

Randy I. Dorn  Did Capitol Building - PO BOX 47200 - Clympia, WA 98504-7200 - hilp: flwww k12 wa.us

March 23, 2010 By o

TO: Michele Mallery
Archives and Records Management, Secretary of State’s Office

FROM: Laura Russell, Records Officer
Office of Superintendent of Public Instruction (Agency 330)

SUBJECT: REQUEST FOR NEW RECORD SERIES FOR THE OFFICE OF SUPERINTENDENT
OF PURLIC INSTRUCTION
Attached is a schedule requesting the approval of new record series for the Office of Superintendent of Public

Instruction, Assessment and Student Information Office 530 (was Assessment and Integrated Curriculum).

If you have questions, please contact me at laura.russell@k12.wa.us or (360) 725-6382.

Attachment
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Mallery, Michele

From: Kristin.Young@wsp.wa.gov
Sent: Tuesday, April 20, 2010 8:17 AM
To: Mallery, Michele

Subject: RE: Office 120

We had a more generalizes retention schedule for office 120 a couple years ago. But since we have had to
separate out each CBA’s retention requirement for internal investigations, we needed to also make a specific
recard for these types of investigations as well.

Thanks, Kristin

Kristin Young

WSP | RMD | Public Disclosure Section

360.596.4139 (M12- ext. 11139) | Fax 360.596.4153

This e-maif may contain information which is legally privileged. If you have received this in error, please notify me immediately and delete this message. Any
disclosure, copy, distribution, or other use of the contents of this information is prohibited.
From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]

Sent: Tuesday, April 20, 2010 8:10 AM

To: Young, Kristin (WSP)

Subject: Office 120

Kristin,

I am writing to you on behalf of the Washington State Archivist. We had our Archival Review
Committee meeting yesterday and the question came up in regards to the new series “ Qutside
Agency Investigations” and why this is a new series. The State Archivist inquired that this should be
something the WSP has been doing for years, so why is this a new series?

Is this a new series because this has been done for several years, but never had a retention schedule
forit? Please clarify.

Best %ﬂam&,
Michelo 'Maﬂ@r:y
State Government Records Man@emanf S/aeciaﬁff

Washington State Archives

Office of the Secretary of State

1129 Washington Street SE; MS: 40238
Olympia, WA 98504

[Please note new email address] Michele. Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training, click on the
following link:
hiip://www.sos.wa.gov/archives/RecordsManagement/records state.aspx

Learn more about the Washington State Archives
Review the State Records Committe Minutes
Review the Local Records Committee Minutes
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g 1@@3&35?’3@158? Biaia Transportation Suilding

1O waple Park Avenue SE

Department of Transporiation Olympia, YA S8504-7300
Payta J. Hammond, PE. 160-705-7900
Secretary of Transporiation T 1-800-832-5334

www.wadot. wa gov

April 15,2010

State Records Committee
Washington State Archives
1129 Washington Street SE
Olympia, WA

Dear State Records Committee:

The office of Cartography and GIS is submitting the following retention schedules to be considered for
archival status.

City Annexation Documents cutoff: Fiscal Year 75 year retention

Here is the justification for this record series title: CFR 470.105 Urban Area Boundaries and Highway
Functional Classification assigns WSDOT the primary responsibility of developing and updating a
statewide functional classification system, the results of which are to be mapped and submitted to
FHWA (Federal Highway Administration). FHWA requires that city boundaries be shown on
functional classification maps (at appropriate scales).

General Highway Maps cutoff: Fiscal Year 12 year retention

Here is the justification for this record series title: The General Highway Map shows all highways that
are officially designated by the State Legislature. This includes proposed routes. The map provides a
historic record of the legislatively designated routes within the state.

Official State Highway Map cutoff: Until Revised 6 year retention

Here is the justification for this record series title: The Official Highway Map (also known as the
Tourist Map) is used for general reference purposes and is widely distributed to the public. The map

provides a historical record of the major routes within the state as well as major cultural features.

Sincerely,

Julie Fogde

Map and Data Production Lead, GIS Training Coordinator
Washington State Department of Transportation
Cartography and GIS Office

Enclosure: Request for Records Retention Schedule and Disposition Authority Number
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STATE OF WASHINGTOM

DEPARTMENT OF LABOR AND INDUSTRIES

April 9, 2010

TO: State Records Committee (SRC) Members
Archival Review Committee Members (ARC)
Russell Wood, State Records Management Office (RMQO)
Michele Mallery, RMO

FROM: Lysa Homan Walker, Department of Labor & Industries (L
SUBJECT:  NEW AND REVISED RECORDS SERIES FOR THE MAY%}/EETING
FROM THE ELEVATOR PROGRAM

Dear SRC, ARC Members, Russell and Michele:

Attached are the retention schedules for the Elevator Program in the Specialty Compliance
Section to be included on the May SRC agenda.

We recently did a second review of the retention schedules for the Elevator program. During
that review we discovered that there was no records series for the conveyance inspections (see
ltem #3). The program performs approximately 11,000 elevator and other lifting device safety
inspections every year. The Elevator program does not maintain the inspection files in the
Master Conveyance Files (see DAN 80-10-26198). They are maintained separately, hence the
need for a new records series.

Regarding Item 1. All of the paper documentation that the inspector’s compile during the various
inspections they do throughout the year is entered inte the Conveyance Management System
(CMS). The electronic records are considered the original, the paper copy secondary once the
data is entered into the system. The Elevator Chief requested that the retention be reduced by 6
months. Inspections are done annually, so maintaining the working file for 1.5 years is more
than sufficient.

Regarding ltem 2: The Elevator Program has no reason to mainfain the investigation files any
longer than ane year. They would like to turn them over to the State Archives one year after the
investigation has been resolved.

As always, if you have any questions prior to the meeting, please do not hesitate to contact me
at (360) 902-5777 or wlys235@Lni.wa.gov. Thank you for your time and consideration.

Enclosures
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Mallery, Michele

From: Homan Walker, Lysa (LNI) [wlys235@LNI.WA.GOV]
Sent: Tuesday, April 20, 2010 8:50 AM

To: Mallery, Michele

Subject: RE: Office 485

Attachments: Elevator_SRC Records 040210 (2).docx

First of all, this series is already an approve DAN — it wasn’t questioned in September of last
year...

Secondly, this series doesn’t fit the criteria of GS 50. These records have administrative value.

The inspector’s working file is not a secondary copy. These are the paper copies that are
created by the inspectors and used to enter the information they create while doing the
inspection into their electronic system (CMS), which they are considering the ‘original’. We
need this series for two reasons:
1. This allows us to destroy the paper used for entering data into the system,
2. This identifies what the inspectors must destroy and when they must destroy it. By
having this series, we decrease liability issues that occur when the inspector’s toss
records too soon, or keep records too long.

The remarks column isn’t referencing either of the DANs you mention below. | didn’t have a
DAN to reference because the Inspection files records series was a new one and the DAN
hadn’t been assigned at that time. | have updated the schedule to reflect this.

Why is the DA asking about the inspection files? The series isn’t archival. And how is it a
duplicate? We didn’t have a series for the inspection files. Originally, it was bunched in with
the master conveyance file, but we needed to separate it out.

From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Tuesday, April 20, 2010 8:22 AM

To: Homan Walker, Lysa (LNI)

Subject: RE: Office 485

Here is what | have for my notes:

For DAN 09-09-62087 “Inspector's Conveyance Working File” — Is this a secondary/reference
copy? This could be discontinued as a reference copy (GS 50). Why not have this re-written
for the original records series”? The remarks column needs to be moved to the Description and
the CMS DAN needs to be referenced 08-09-61865 rather than 80-10-26198. Very confusing.

Why not have just 1 series for conveyance inspections?

- THIS IS FOR THE DA - "Conveyance Inspection Files” — Looks like a Duplicate. The
remarks column needs to have a DAN cited and moved to the description.



From: Homan Walker, Lysa (LNI) [mailto:wly5235@LNLWA.GOV]

Sorry for the confusion. It's already been a hectic morning!!!!

Best %ﬂam&,
Wichele Maﬂé@

State Government Records Man@emenf Spem’aﬁyt‘

Washington State Archives

Office of the Secretary of State

1129 Washington Street SE; MS: 40238
Olympia, WA 98504

[Please note new email address] Michele. Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training,
click on the following link:

http://www.sos.wa.gov/archives/RecordsManagement/records state.aspx

Learn more about the Washington State Archives
Review the State Records Committe Minutes
Review the Local Records Committee Minuies

Sent: Tuesday, April 20, 2010 8:12 AM
To: Mallery, Michele
Subject: RE: Office 485

| understand, but | hate walking into this blind without having any understanding as to
why I'm calling the digital archives when these records are actually going to the state
archives. It's a little weird...

From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Tuesday, April 20, 2010 8:09 AM

To: Homan Walker, Lysa (LNI)

Subject: RE: Office 485

Lysa,
I'm just the messenger!

Best Rgﬂamﬁ’,
Michele Maﬂé{'y

State Government Records Man@emenf \S"[Jecfaﬁyf

Washington State Archives

Office of the Secretary of State

1129 Washingion Street SE; MS: 40238
Olympia, WA 98504

[Please note new email address] Michele Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368



To receive updates on records management advice, records retention schedules and

training, click on the following link:
http: //www.sos.wa.gov/archives/RecordsManagement/records state.aspx

Learn more about the Washington State Archives
Review the State Records Committe Minutes
Review the Local Records Commitiee Minutes

From: Homan Walker, Lysa (LNI} [mailto:wlys235@LNI.WA.GOV]
Sent: Tuesday, April 20, 2010 8:06 AM

To: Mallery, Michele

Subjeck: RE: Office 485

Can you please tell me why I’'m calling them? The only records series that is
Archival is the incident/accident series and that is mostly paper.

From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Tuesday, April 20, 2010 8:00 AM

To: Homan Walker, Lysa (LNI)

Cc: Timmons, June; Bahn, Debbie

Subject: Office 485

Lysa,

| am writing to you on behalf of the State Archivist. We have reviewed the
records retention submittals for the May State Records Committee meeting and
would like for you to contact June Timmons at the Digital Archives in regards to
Office 485 — Specialty Compliance Services — Elevator Program. Please work
with her regarding the submitted series.

Junes contact information is as follows: Phone: 509-235-7500 ext 202 and her
email is june.timmons@sos.wa.gov . She is expecting to hear from you.

Best %ﬂa rdls,
Michele Maﬂér:y

State Government Records Mﬁm@emenf \S’pecmﬁ}’f

Washington State Archives

Office of the Secretary of State

1129 Washington Street SE; MS: 40238
Olympia, WA 98504

[Please note new email address] Michele. Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and
training, click on the following link:
hitp://www.sos.wa.gov/archives/RecordsManagement/records state.aspx

Learn more about the Washington State Archives
Review the Staie Records Committe Minutes
Review the Local Records Committee Minutes
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STATE OF WASHINGTON

DEPARTMENT OF LABOR AND INDUSTRIES "+ &

April 14, 2010

TO:

FROM:

SUBJE

State Records Committee (SRC) Members

Archival Review Committee Members (ARC)

Russell Wood, State Records Management Office (RMQ)
Michele Maltery, RMO

Lysa Homan Walker, Department of Labor & Industries (L

CT:  NEW RECORDS SERIES FOR THE MAY SRC MEETING M THE
PREVAILING WAGE PROGRAM

Dear SRC, ARC Members, Russell and Michele:

Attached is a new records series for the Prevailing Wage Program in the Specialty Compliance
Section to be included on the May SRC agenda.

This records series is for Certified Public Payrolls (CP’s) which identity the payroll of employees
on pubiic work projects. A public work is all work, construction, alteration, repair or improvement
that is executed at the cost of the state or any other local public agency. It can include
demolition, remodeling, renovation, and road, building, ferry and road construction.

The Prevailing Wage program is requesting that the retention align with WAC 296-127-320,

Payroll.

The WAC states:

(1) Each contractor shall keep accurate payroil records for three years from the date of acceptance of the
public works project by the contract awarding agency, showing the name, address, Social Security number,
trade or occupation, straight time rate, hourly rate of usual benefits as defined by WAC 296-127-014(1), and
overtime hours worked each day and week, including any employee authorizations executed pursuant to
WAG 296-127-022, and the actual rate of wages paid, for each fabarer, worker, and mechanic employed by
the contractor for work performad on a public works project.

{2} A contractor shall, within ten days after it receives a writtan request, from the department or from any
interested pariy as defined by RCW 39.12.010(4), file a certified copy of the payroll records with the agency
that awarded the pubiic works contract and with the department,

We appreciate your time and consideration. As always, if you have any guestions prior to the
meeting, please do not hesitate to contact me at (360) 902-5777 or wlys235@Lni.wa.qov.

Enciosures
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WAC 296-127-320: Payroll.

Page 1 of 1

WASHINGTON STATE LEGISLATEME- »
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http://apps.leg.wa.gov/wac/default.aspx?cite=296-127-320

296-127-31Q << 296-127-320 > 296-127-400

No agency filings affecling this section since 2003

WAC 296-127-320
Payroll.

{1) Each contractor shall keep accurate payroll records for three years from the date of
acceptance of the public works project by the contract awarding agency, showing the name,
address, Social Security number, trade or occupation, straight time rate, hourly rate of usual
benefits as defined by WAC 296-127-014(1), and overtime hours worked each day and
week, including any employee authorizations executed pursuant to WAC 286-127-022, and
the actual rate of wages paid, for each lahorer, worker, and mechanic employed by the
contractor for work performed on a public works project.

(2) A contractor shall, within ten days after it receives a written request, from the
department or from any interested party as defined by RCW 39.12.010(4), file a certified copy
of the payroll records with the agency that awarded the public works contract and with the
depariment.

(3) A contractor's noncompliance with this section shall constitute a violation of RCW
39.12.046Q.

[Statutory Autherity: Chapters 39.04 and 39.12 RCW and RCW 43,22.270. 92-01-104, § 296-127-320, filed
12/18/91, effective 1/31/92. Statutory Authaority: RCW 39.12.050, 39.12.065, 43.22.270 and 51.04,020. 86-03-
063 {Order 85-28), § 296-127-320, filed 1/17/86.]

4/19/2010



STATE OF WASHINGTON R

DEPARTMENT OF LABOR AND INDUSTRIES

April 8, 2010

T0: State Records Committee (SRC) Members
Archival Review Committee Members (ARC)
Russell Wood, State Racords Management Office (RMO}
Michele Mallery, RMO

FROM: Lysa Homan Walker, Department of Labor & Industries (Ly

SUBJECT:  NEW RECORDS SERIES FOR THE MAY SRC MEETING.FROM THE RETURN
TO WORK PROGRAM — WORKSOURCE PROGRAM

Dear SRC, ARC Members, Russell and Michele:

Attached is the new records series for the WorkSource Program in the Return to Work Program
of the Insurance Service Division, to be included on the May SRC agenda.

WorkSource is one of the many programs within the Return to Work Program for injured
workers. The specialists assist workers in finding jobs and improving their skills to increase
employability.

The retention requirements for WorkSource Vocational Services Specialists fall under WAC
296-19A-400. See attached.

As always, if you have any questions prior to the meeting, please do not hesitate to contact me
at (360) 902-5777 or wlys235@Lni.wa.gov. Thank you for your time and consideration.

Enclosures
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Mallery, Michele

From: Homan Walker, Lysa (LNI) [wlys235@LNI.WA.GOV]
Sent: Tuesday, April 20, 2010 9:56 AM

To: Mallery, Michele

Subject: RE: Office 518

Hi, Michele,

The agency is considered an ‘insurance provider’ and we employ staff who specialize in various
aspects to provide the service we do. The work source staff that we employ are vocational
specialists. No, they are not ‘providers’, just specialists in that field.

In the description we state what is imaged into the claim file — All the documentation the VS5’s
compile in the month is put into a monthly report, which is imaged into the claim file.

Hope that helps™

From: Mallery, Michele [mailto:michele.mallery@ses.wa.gov]
Sent: Tuesday, April 20, 2010 8:25 AM

To: Homan Walker, Lysa (LNI)

Subject: Office 518

Lysa,
| am writing to you on behalf of the Washington State Archivist. We had our Archival Review
Committee meeting yesterday and the State Archivist is requesting the following clarification:

Is L&l considered a Vocational Rehab provider? What records go into the 75 year retention
(07-09-61619)? Please clarify.

Best %ﬂaréé,
Michele Maﬂéw

State Government Records Management &/aecfaﬁff

Washington State Archives

Office of the Secretary of State

1129 Washington Street SE; MS: 40238
Olympia, WA 98504

[Please note new email addressl Michele. Mallery@sos. wa,gov
Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training,
click on the following link:

http://www.sos.wa.gov/archives/RecordsManagement/records siale.aspx

Learn more about the Washington State Archives
Review the State Records Committe Minutes
Review the Local Records Committee Mimites
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Mallery, Michele

From: Baga, Jennifer on behalf of Handfield, Jerry
Sent: Tuesday, July 21, 2009 11:44 AM

To: Badger, Terry, Handfield, Jerry

Cc: Wood, Russell; Hastings, Dave; Mallery, Michele
Subject: RE. DOH Shelifish Archival Designations
Follow Up Fiag: Follow up

Flag Status: Flagged

Categories: Red Category

Jerry approved this on 7/20/09.

Jennifer B
sldntinistrative  Lssistant fo
Jerry Handfield, WA Stute Archévisé
Washington State . lrehives
Offece of Secretary of State

360-586-2666 Off
360-66-1-8814 Fax

From: Badger, Terry

Sent: Thursday, July 16, 2009 12:17 PM

To: Handfield, Jerry

Cc: Wood, Russell; Hastings, Dave; Mallery, Michele
Subject: DOH Shellfish Archival Designations

Greetings Jerry!
David Hastings and I had a productive meeting with the DOH Shellfish program.

We reviewed the records and retention scheduies which we had questions about with several staff of
their program staff.

The end result of these conversations is the need to add the “Archival” designation to several records
series,

Below are those series.

97-02-57501 — Water Data Sheet

03-07-60557 — Shellfish Advisory Committee Summary Reports
09-03-61960 — USFDA Program Evaluation Report (PEER)
09-03-61961 — USFDA Annual Perfarmance Evaluation Report (APER)

We also ran across one series, 97-02-57477 — Inactive Certification Files, that we would really like to
have as "Selected Files Potentially Archival,” but in the interim we will receive from the office files
they believe should be retained for historical reasons.



Will you approve of the designation being added to these series?

Thanks for your consideration!

Terevce S. Badger

Assistant State Archivist

Archives and Records Management Division
Office of the Secretary of State

Phone: 360-586-1602

Fax: 360-664-8814
thadger@secstate.wa.gov

Learn more about the Washington State Archives
Review the State Records Committee Minutes
Review the Local Records Committee Minutes



Mallery, Michele

From: McAlpin, Sid (DOH) [Sid. McAlpin@DOH. WA.GOV]
Sent: Monday, March 22, 2010 2:28 PM

To: Mallery, Michele

Subject: RE: Child Death Review - Office 487
Aftachments: AR-002LOCKED487.docx

Follow Up Flag: Follow up

Flag Status: Flagged

Thanks for catching that. New computer {named HAL) wasn't letting me save changes or delete. ‘
Also the data does include personally identifiable information and is confidential. As such, according to the office of
record it cannct be viewed by athers or custody transferred. | suppose Dave or Terry could contact the custodian Diane

Pilkey 236-3526, if they wanted to argue the point.

From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Monday, March 22, 2010 11:44 AM

To: McAlpin, Sid (DOH)

Subject: RE: Child Death Review - Office 487

Sid,

I am writing to you on behalf of the Washington State Archivist and would like to thank you for
submitting the records retention schedules for the Department of Health Office 487 — HSQA —
Maternal & Child Health dated February 10, 2010 which was received and reviewed by the Records
Management Office on March 22, 2010.

| have reviewed the submitted schedule for Office 487 — HSQA — Maternal & Child Health and

request the following corrections:
The Office name is incorrect. | have Office 487 — as HSQA — Matermat & Child Health not HSQA —

Office of the Assistant Secretary.
Please change submit date to March 10", or current date, as that is when you originally submitted

request, not February.
Please remove the indentation of 1. Revision No./Statement.

Please make the requested corrections and re-submit an electronic copy for review. Once
corrections have been made, | will assign a new DAN.

In the meantime, if you have any questions on the status of this schedule, please don't hesitate to
contact me by email or telephone (360) 586-4901.

Best R@am&
Michele 'Maﬂéy

Stats Gavernment Records Mmaﬂemenf é?oec:ﬂ fist

Washington State Archives
Office of the Secretary of State
1129 Washington Street SE; MS: 40238



Olympia, WA 98504

[Please note new email address] Michele. Mallery@sos.wa.gov

Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training, click on the

following link:
http://www.sos.wa.gov/archives/RecordsManagement/records state.aspx

Learn more about the Washington State Archives
Review the State Records Committee Minutes
Review the Local Records Committee Minutes

From: McAlpin, Sid {DOH) [mailto:Sid.McAlpin@DOH.WA.GOV]
Sent: Monday, March 22, 2010 B:26 AM

To: Mallery, Michele

Subject: Child Death Review - Office 487

Michele, attached is another shot at the Child Death Review data.

Sid McAlpin
DOH Records Officer
Phone: 360.236.3911

<<AR-002LOCKED487.docx>>
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RCW 70.05.170: Child mortality review. Page | of |

RCW 70.05.170
Child mortality review.

{1)(a) The legislature finds that the mortality rate in Washington state among infants and children less than eighteen years of
age is unacceptably high, and that such mortality may be preventable, The legislature further finds that, through the
performance of child mortality reviews, preventable causes of child mortality can be identified and addressed, thereby reducing
the infant and child mortality in Washington state.

(b) Itis the intent of the legislature to encourage the performance of child death reviews by [ocal health departments by
providing necessary legal protections to the families of children whose deaths are studied, local health department officials and
employees, and health care professionals participating in child mortality review committee activities.

(2) As used in this section, "child mortality review" means a process authorized by a local health department as such
department is defined in RCW 70.05.010 for examining factors that contribute to deaths of children less than eighteen years of
age. The process may include a systematic review of medical, clinical, and hospital records; home interviews of parents and
caretakers of children who have died; analysis of individual case information; and review of this information by a team of
professionals in order to identify modifiable medical, socioeconomic, public health, behavioral, administrative, educational, and
environmental factors associated with each death.

{3) Local health departments are authorized to conduct child mortality reviews. In conducting such reviews, the following
provisions shall apply:

{a) All medical records, reports, and statements procured by, fumished to, or maintained by a local health department
pursuant to chapter 70.02 RCW for purpases of a child mortality review are confidential insofar as the identity of an individual
child and his or her adoptive or natural parents is concerned. Such records may be used solely by local health departments for
the purposes of the review. This section does not prevent a local health department from publishing statistical compitations
and reports related to the child mortality review, if such compilations and reports do not identify individual cases and sources
of information.

{b} Any records or documents supplied or maintained for the purposes of a child mortality review are not subject to
discovery or subpoena in any administrative, civil, or criminal proceeding related to the death of a child reviewed. This
provision shall not restrict or limit the discovery or subpoena from a health care provider of records or documents maintained
by such health care provider in the ardinary course of business, whether or not such records or documants may have been
supplied to a local health department pursuant to this section.

{c) Any summaries or analyses of records, documents, ar records of intervigws prepared exclusively for purposes of a child
mortality review are not subject to discavery, subpoena, or introduction into evidence in any administrative, civil, or criminal
proceeding related to the death of a child reviewed.

{d) No lacal health department official or employee, and no members of technical committees established to perform case
reviews of selected child deaths may be examined in any administrative, civil, or eriminal proceeding as to the existence or
contents of documents assembied, prepared, or maintained for purpeses of a child mortality review.

(e} This section shall not be construed to prohibit or restrict any persen from reporting suspected child abuse or neglect
under chapter 26.44 RCW nor to limit access to or use of any records, documents, information, or testimony in any civil or
criminal action arising out of any report made pursuant to chapter 26.44 RCW.

(4) The department shall assist local health departments to collect the reports of any child mortality reviews conducted by
local health departments and assist with entering the reports into a database to the extent that the data is not protected under
subsection (3) of this section. Notwithstanding subsection (3) of this section, the department shall respond to any requests for
data from the database to the extent permitted for health care information under chapter 70.02 RCW. In addition, the
department shall provide technical assistance te local health departments and child death review coordinators canducting child
mortality reviews and encourage communication among child death review teams. The department shall conduct these
activities using only federal and private funding.

[2009¢c 134 §1; 1993 c 41 §1; 1992¢c 178 § 1))

http://apps.leg.wa.gov/RCW/default.aspx?cite=70.05.170 3/23/2010
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RCW 34.05.470: Reconsideration. Page 1 of |

RCW 34.05.470
Reconsideration.

{1) Within ten days of the service of a final order, any party may file a petition for reconsideration, stating the specific grounds
upon which relief is requested. The place of filing and cther procedures, if any, shalt be specified by agency rule.

(2) No petition for reconsideration may stay the effectiveness of an order.

(3) if a petition for reconsideration is timely filed, and the petitioner has complied with the agency's procedural rules for
reconsideration, if any, the time for filing a petition for judicial review does not commence until the agency disposes of the
petition for reconsideration. The agency is deemed to have denied the petition for reconsideration if, within twenty days from
the date the petition is filed, the agency does not either: (a) Dispose of the petition; or (b} serve the parties with a written notice
specifying the date by which if will act on the petition.

(4) Unless the petition for recaonsideration is deemed denied under subsection (3) of this section, the petition shall be
disposed of by the same person or persons who entered the order, if reasenably available. The disposition shall be in the form

of a written arder denying the petition, granting the pefition and dissolving or modifying the final order, or granting the petition
and setling the matter for further hearing.

{5y The filing of a petition for reconsideration is not a prerequisite for seeking judicial review. An order denying
reconsideration, or a notice provided for in subsection (3)(b) of this section is not subject to judicial review.

(1989 ¢ 175§ 21; 1988 c 288 § 421,

Notes:
Effective date -- 1889 ¢ 175: See note following RCW 34.05.010.

http://apps.leg. wa.gov/rew/default.aspx?cite=34.05.470 4/13/2010
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RCW 34.05.461
Entry of orders.

(1} Except as provided in subsection {2} of this section:

(a) If the presiding officer is the agency head or one or more members of the agency head, the presiding officer may enfer
an initial order if further review is available within the agency, or a final order if further review is not available;

(b) If the presiding officer is a persan designated by tha agency to make the firal decision and enter the final order, the
presiding officer shall enter a final order; and

(¢} If the presiding officer is one or more administrative law judges, the prasiding officer shall enter an initial order.

(2) With respect to agencies exempt from chapter 24.12 RCW or an institution of higher education, the presiding officer
shall transmit a full and complete record of the proceedings, including such comments upon demeanor of witnesses as the
presiding officer deems relevant, to each agency official who is to enter a final or initial order after considering the record and
evidence so transmitted.

{3) Initial and finai orders shall include a statement of findings and conclusions, and the reasons and basis therefor, on all
the material issues of fact, law, or discretion presented on the record, including the remedy or sancticn and, if applicable, the
action taken on a petition for a stay of effectiveness. Any findings based substantially on credibility of evidence or demeanor of
witnesses shall be so identified. Findings set forth in fanguage that is essentially a repetition or paragphrase of the relevant
provision of law shall be accompanied by a concise and explicit statement of the underlying evidence of record to support the
findings. The order shall also include a statement of the available procedures and time fimits for seeking reconsideration or
other administrative refief. An initial order shall include a statement of any circumstances under which the initial arder, without
further notice, may become a final arder.

{4) Findings of fact shall be based exclusively on the evidence of record in the adjudicative proceeding and on matters
officially noticed in that proceeding. Findings shall be based on the kind of evidence on which reasonably prudent persons are
accustomed to rely in the conduct of their affairs. Findings may be based on such evidence even if it would be inadmissible in
a civil trial. However, the presiding officer shall nof base a finding exclusively on such inadmissible evidence unless the
presiding officer determines that doing so would not unduly abridge the parties’ opportunities to confront withesses and rebut
evidence. The basis for this determination shall appear in the order.

(8) Where it bears an the issues presented, the agency's experience, techinical competency, and specialized knowledge
may be used in the evaluation of evidence.

(8) If a person serving or designated to serve as presiding officer becomes unavailable for any reason before entry of the
- order, a substitute presiding officer shall be appointed as provided in RCW 34.05.425. The substitute presiding officer shall
use any existing record and may conduct any further proceedings appropriate in the interests of justice.

(7) The presiding officer may allow the parties a designated time after conclusion of the hearing for the submissicn of
memos, biiefs, or proposed findings.

(8)(a) Except as otherwise provided in (b} of this subsection, initial or final orders shall be served in writing within ninety
days after conclusion of the hearing or after submission of memos, briefs, or proposed findings in accordance with subsection
(7) of this section unless this period is waived or extended for good cause shown.

(b) This subsection does not apply to the final order of the shorelines hearings board on appeal under RCW 90.58.180(3).

{9) The presiding officer shall cause copies of the order to be served on each party and the agency.
[1995 ¢ 347 § 312; 1980 ¢ 175 § 19; 1988 ¢ 288 § 418

Notes:
Finding - Severability -- Part headings and table of contents not law -- 1995 ¢ 347: See notes following

RCW 36.70A.470.

Effective date -- 1889 ¢ 175: See note following RCW 34.05.010,

hitp://apps.leg. wa.gov/rew/default.aspx?cite=34.05.461 4/9/2010



RCW 34.05.470: Reconsideration. Page 1 of |

RCW 34.05.470
Reconsideration.

(1) Within ten days of the service of a final order, any party may file a petition for reconsideration, stating the specific grounds
upon which relief is requested. The place of filing and other procedures, if any, shall be specified by agency rule.

(2) No petition for reconsideration may stay the effectiveness of an order.

(3} If a petition for reconsideration is timely filed, and the petitioner has compilied with the agency's procedurai rules for
reconsideration, if any, the time for filing a petition for judicial review does not commence until the agency disposes of the
petition for reconsideration. The agency is deemad to have denied the petition for recensideration if, within twenty days from
the date the petition is filed, the agency does not either: (a) Dispose of the petition; or (b} serve the parties with a written notice
specifying the date by which it will act on the petition.

{4) Unless the petition for reconsideration is deemed denied under subsection (3) of this section, the petition shall be
disposed of by the same person or persons who entered the order, if reasonably available. The disposition shall be in the form
of a written order denying the pefition, granting the petition and dissolving or modifying the final order, or granting the petition
and setting the matter for further hearing.

(5) The filing of a petition for reconsideration is not a prerequisite for seeking judicial review. An order denying
reconsideration, or a notice provided for in subsaction (3)(b) of this section is not subject to judicial review.

[1989¢c 175§ 21, 1988 c 288 § 421 ]

Nates:
Effective date -- 1989 ¢ 175: See note following RCW 34.05.010.

http://apps.leg. wa.gov/rew/default.aspx?cite=34.05.470 47972010
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Crreulars CIRCULAR A-110
REVISED 11/19/93
Privacy Suidance As Further Amended 9/30/99

Reparis

Memoranda

TQ THE HEADS OF EXECUTIVE DEPARTMENTS AND ESTABLISHMENTS

1 SUBJECT: Uniform Administrative Requirements for Grants and
Agreements With institutions of Highar Education, Hospitals,
and Cther Non-Prafit Orqanizations

2l

i AR

I. Purpose, This Circular sets forth standards for ablaining censistency and unifarmity among Federal agencies

t the adminiseration of grants o and agreements with insttutions of higher aducation, hospitais. and athar
nen-profit arganizations.,

2. Autharity. Circular A-110 is Issved under the authority of 31 U.5.C. 303 {the Chief Financial Dfficers Acry, 31
US.Co 11T, 41 4.5.C. 405 {the Office of Federal Pracurement Policy Act), Rearganization Plan No. 2 of 1970,
and £.0. 11541 ("Prascribing the Duties of the Office af Management and 8udget and the Damestic Policy
Council in the Executive Office of the Prasident’),

3. Palicy. Except as provided herein, the standacds sat forth in this Circular are applicabie to ail Federal
agencies. If any statute specifically prescrites palicies ar spacific raquirements that differ fram the standards
pravidad herein, the provisions of the sratuta shall gavern.

The orovisions of the sections of this Circular shail be applied by Fedaral agencies ro recipients. Recipianls shalt
apply the provisions of this Circular to subrecipients verfarming substantive work under grants and agreemants

that are passed through or awarded by the primary racipiant, if such subracipients are arganizations described
in paragraph 1.

This Circudar does nat appiy to grants, centracis, ar ather agreements between the Federal Goverament and
units of State or lacal governments covered by OMB Circular A-102, "Grants and Caoperative Aqreements with
Statz and Local Governmaents,” and the Federal agencies’ grants management-cnmmon fule which standardized
and codifled the administrative requiraments Faderal agencies ‘mposa on Siate and local grantees. in addition.
subawards and contracts ta State ar local gavarnments are not covered by this Circular. However, this Circular
applias ta subawards made by Stare and lacal qavernments to organizations coverad by this Ciccular. Faderal
agancies may 1oply the provisions of this Circular to commercial arganizations, foreign governmarxs,
arganizations ynder the jurisdiction of foreign governments, and international arganizations,

4. Definitions. Definitions aof key terms usad ia this Circular are cantained in Section ___.2 in the Atachmenz.

5. Required Action. The spectfic requirements and responsibilities of Faderaj ageancies and institutions of
higher education, hospitals, and other non-grafit arganizacians are set forth in this Circular. Federal agencras
resoensible for awarding and administering grants o and other agreements with organizations described in

parzgraph | shall adogpt the languaga n the Circular unless differant oravisions ire regurirad by Sedaral sta
ar are appraved by OMB.

2

4. OMB Responsibitities. OMB will review agency requlations and implamentation of this Circular, and el
provide interpretatfons of polfcy raquirements and assistance to msure affactive and aificiant imptementation.
Any axceptions will be subject to approvat by OME, as indjcated in Saction ___.4 in the Atrachmant. Zxczaprions
wilt anly be made in pasticular cases where adeguate justification is prasented.

7. Information Contact. Further Information concerning this Circubar may be abrained by —ontacting the Gfice

of Federal Financiai Management, Offica of Management and Budger. Washington, OC 20501, tefephone -202}
395-3993.

3. Termination Raview Date. This Circular will have a zalicy review three years from dace af issuance.

http.//www.whitehouse.gov/omb/circulars_a110/ 4/7/2010



exempted from disclosure pursuant to the Freedom of Information Act (5 U.5.C. 552) if the records had
belonged to the Federal awarding agency.

(g} Indirect cost rate proposals, cost allocations plans, etc, Paragraphs (g)(1) and (g)(2) apply to the
following types of documents, and their supporting records: indirect cost rate computations ar proposats,
cost altocation plans, and any similar accounting computations of the rate at which a particular group of
costs is chargeable (such as computer usage chargeback rates or compaosite fringe benefit rates).

(1) If submitted for negotiation. If the recipient submits to the Fedearal awarding agency or the
subrecipient submits to the recipient the propasal, plan, or other computaticn to form the
basis for negotiation of the rate, then the 3-year retention period for its supporting records
starts on the date of such submission.

{2) If not submitted for negotiation. If the recipient is not required to submit to the Federal
awarding agency or the subrecipient is nat required to submit to the recipient the proposal,
plan, or other computation for negotiation purposes, then the 3-year retention period for the
proposal, plan, or other computation and its supporting records starts at the end of the fiscal
year (or other accounting period) covered by the proposal, plan, or other com putation,.



-——-53 Retention and access requirements for records.

(a) This section sets forth requirements for record retention and access to records for awards to

recipients. Federal awarding agencies shail not impose any other record retention or access
requirements upon recipients.

{b) Financial records, supporting documents, statistical records, and all other records pertinent to an
award shall be retained for a period of three years from the date of submission of the final expenditure
report or, for awards that are renewed quarterly or annually, from the date of the submission of the

quarterly or annual financial report, as authorized by the Federal awarding agency. The only exceptions
are the following.

(1) If any litigation, claim, or audit is started before the expiration of the 3—-year period, the
records shall be retained until all titigation, claims or audit findings involving the records have
been resolved and final action taken.

{2) Records for real property and equipment acquired with Federal funds shall be retained for 3
years after final disposition.

(3) When records are transferred to or maintained by the Faderal awarding agency, the 3-year
retention requirement is not applicable to the recipient.

(4) Indirect cost rate proposals, cost allocations plans, etc. as specified in paragraph .53(9).

(c) Copies of original records may be substituted for the original records if authorized by the Federal
awarding agency.

{d)} The Federal awarding agency shall request transfer of certain records to its custody from recipients
when it determines that the racords possess long term retention value. However, in order to avoid
duplicate recordkeeping, a Federal awarding agency may make arrangements for recipients to retain
any records that are continuously needed for jaint use.

(e) The Federal awarding agency, the Inspector General, Comptroller General of the United States, or
any of their duly authorized representatives, have the right of timely and unrestricted access to any
books, documents, papers, ar other records of recipients that are pertinent to the awards, in order to
make audits, examinations, excerpts, transcripts and copies of such documents. This right also
includes timely and reasonable access to a recipiant's personanel for the purpose of interview and
discussion related to such documents. The rights of access in this paragraph are not limited to the
required retention period, but shall last as long as records are retained.

(f} Unless required by statute, no Federal awarding agency shall place restrictions on recipients that
timit public access to the records of recipients that are pertinent to an award, except when the Federai
awarding agency can demonstrate that such records shall be kept confidential and would have been



Mallery, Michele

From: Barbara Benson [bbenson@u.washington.edu]
Sent: Thursday, April 01, 2010 4:30 PM

To: Mallery, Michele

Subject: FW: Any Office re-check

And 1 just sent this to myself...here you go©

Barbara Benson, Director

Records Management Services
University Records Officer

{206) 543-7950

Box 354510
www.washington.edu/admin/recmgt

From: Barbara Benson

Sent: Thursday, April 01, 2010 4:14 PM
To: Barbara Benson

Subject: RE: Any Office re-check

Hi Michele:

| think we got it for everything but maybe #10. I'm totally confused on that one, my descriptions seem to match. Lets
taflk about it tomorrow.

So to cut to the chase, I'm emailing the revised submissian.
And I'm faxing you the approved schedule copy for #6.
Barh

Barbara Benson, Director

Records Management Services

University Records Officer

{206) 543-7950

Box 354910
www . washington.edu/admin/recmgt

From: Barbara Benson

Sent: Friday, March 26, 2010 11:49 AM

To: 'Mallery, Michele'

Subject: RE: Any Office re-check

Hi Michele, this is turning into a rainbow@ Pl respond in anocther color..... lets go for purple....
Bottom fine, | think we gotit. I'll send you the revised submissions right now.

Barb

Barbara Bensan, Director
Records Management Services



University Records Officer

(206) 543-7950

Box 354910

www. washington.edu/admin/recmgt

From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Wednesday, March 24, 2010 12:27 PM

To: Barbara Benson

Subject: Any Office re-check

Barb,
| have finally had a chance to review the email you submitted and compare to what we now have

(thank you for the copiesl).

I'll respond in Blue next to your responses. Once | receive a response/carrections, | will then assign
the NEW DAN’s.

Thank you again for being patient with our office!

Barb,

I am writing to you on behalf of the Washington State Archivist and would like to thank you for submitting the
records retention schedules for the University of Washington Office Any Office dated March 15, 2010 which
was received and reviewed by the Records Management Office on March 18, 2010.

| have reviewed the submitted schedule for Office Any Office and request the following corrections:
For ltems # 1 and 2 — Same retention, why not just one schedule? There really isn't a distinction between the

two in the revision statements and/or titles
The goal here is to have the same retention period for issuing and receiving offices. The entry on the General Schedule

is only listed once, but tha copy holders are broken down into issuing and receiving, which is why we need the approval
of the SRC on both copy heldars....to get them to match.

So you are exactly right, there is only one series on the General Schedule. This is what it currently locks tilke:

Billing Source Documents for Grants/Contracts: Documentation used by UW Recharge/Cost/Service Centers to prepare Cost
Transfer Invoices (CTIs), [nternal Sales Documents {ISDs), recharge documents, journal vouchers, or invoices for the purpose of
charging other budgets or non-UW entities for services or supplies. May describe in greater detail than billing document the service or

supplies provided. May include work orders, service requests, logs of goods/services provided, etc.

Official Copy: Any Issuing Office
Retention: 6 years after end of month

Disposition Method: Recycle

Other Copy: Any Receiving Office
Retention; 3 years after submission of final expenditure report

Disposition Method: Recycie



I think tu clarity this for the comanitiee. i vou could put in the revision statement for both, which1s the privary copy und

which is the secondary/other copy

t had the same thought and did include language ta that effect. ¥'ll send you ancther copy with additional language and
that part highlighted so its very clear.

# 3 —This is for the secondary copy correct?

Exactly so - dust making surel

# 4 — The description per schedule dated 06/01 is "Records of financial transactions on federal grants and
contracts”® It does not have “Including non FEC cost share documentation”. After Packing slips the description
is missing “From UW Store/Corporate Express” “Memo to Request an advance notice, etc (etc is missing).
Does not have non-ProCard credit card slips, eProcurement invoices, or ProCard credit card statements”.
Retention is from 6 yrs fo 3 yrs.

We revised the description between 06/01 and today. Dan't know why you don’t have a copy. Would you tike me to
make it a description revision as well? - Yes, since the description changad, please mention in revision statement. | also
ncticed fram the copy yau sent that it was QPR and this schedule has it as OFM, but nothing neted in the revision

statement.

I'll take care of the language change.

I'm going to cut and paste the entry from the General Schedule to explain what happened here with OPR and OFM. This
is a situation just like the Billing Source Documents. We use one description, but various offices have the official copy
and some offices have secondary copies. When we revised the description, we did it once, for the OPR copy. However,
the description applies to all copies....both OPR and OFM.

In this particular case, it's the OFM copy that we are revising, which is why the series | submitted is identified as OFM,
not OPR.

Financial Records for Grants/Contracts: Records of financial transactions on grants and contracts including non-FEC (Faculty
Effort Certification) cost share documentation. May include Budget Activity Reports (BARs), Budget Status Reports (BSRs), Cash
Transmittals, Cost Transfer fnvoices (CTls), fournal Vouchers (FVs), vendor invoices, Purchase Requisitions, travel records, packing
slips from Corporate Express, financial statements and reports of expenditures to sponsoring agencies, Requests for Authorized
Recharges, Requests to Transfer Expenditures, Requests for Reverse Expenditures, TRANSPASU form, Memo to Request an

Advance Notice, non-ProCard credit card slips, eProcurement invoices, or ProCard credit card statements.

Official Copy: Financial Services -- Paper CT1s/ISDs, Cash Transmittals, Vendor Invoices, Invoice Vouchers, Per Diem Advance
Requests, Travel Expense Vouchers
Retention: 6 years after end of month

Disposition Method: Recycle

Official Copy: e-Commerce -- eCommerce invoices
Retention: 6 years after end of month

Disposition Method: Recycle



Official Copy: Grant and Contract Accounting -- Journal Vouchers, Expenditure Reporis to sponsoring agencies, Requests for
Authorized Recharges, Requests for Reverse Expenditures, Requests to Transfer Expenditures, BARs/BSRs, Cash Transmittals,
Memo to Request Advance Notice

Retention: 6 years plus 20 days after submission of final expenditure report

Disposition Method: Recycle

Official Copy: Purchasing -- Purchasing records
Retention: 6 years after file closed

Disposition Method: Recycle

Official Copy: eCommerce -- ProCard
Retention: 6 years after end of month

Disposition Method: Shred

Other Copy: College/School or Department

Retention: BAR/BSR/BSSR considered a duplicate; may be disposed of once they have served their reference purpose if not used for
oversight or reconciliation activity

Retention: All other records; 3 years after submission of final expenditure report

Disposition Method: Recycle

# 5 = Unable to locate in GS 7. | was able to locate Packing slips in GS 8, but not the same title. Do you have
an approved copy you can send?

AL the time, we ware fold by your office to use the same DAN since the series were identical except for the title. You'il
remember the meeting you Russell, Andrea and | had a few years ago that coverad this. For that reason | think ef itas a
ravision, would you prefer | add it as a “New” series instead? — Since we are issuing DAN's for the Uw’'s GS, fet’s 2o
anead and traaf this as a2 NEW and P will assign 2 new DAN,

Terrific
# 6 — Per schedule dated 12/99 the retention is 3 yrs not 6 yrs

We revised this not too long ago. Would you like me to send you the signed, revised schedule? - Thank you for sending
a copy. The cut off was “Submission of Final Expenditure 8eport” not “Termination of Funding Period” (per copy of

scnediute sent}

I must have sent you the wrong cepy.....the approved revision | have in front of me says Terminatien of Funding Periad.
I'li send it along by fax this afternoon. In fact, | just figured out what happened. We revised this series twice in 2005,
The 2™ and final approved revision has Term of fFunding Period as the cut-off. It's the only series on the page and what
I'm faxing now.

The first time we revised the series in 2005, the series was on the same page as #12, with the same cut-off. | think that
confused both of us. For #12 you are right about the cut-off and Ill send you a correctad submission.



# 7 — Per schedute dated 12/99 the retention is 3 yrs not 6 yrs. The description is missing after May
include:”..supplemental time records {timesheets) o either the Form 220 or the PTR/ETR, etc.

Again, revised a few vears ago. Woulkd you like me to send you the signed, revisad schedule? - Thank you for sending a
copy of this. No errors

# 9 — This is for the secondary copy correct?
Absolutely correct. - Just making sure.

# 10 - | have found in GS 06 - schedule dated 10/10/05 but do not have anything/retention for the secondary
copy

This is actually the primary official copy, not the secondary. You should have something approved for it in secticn 07. -

Ok for this one, the dascription is missing after fnvoices received, and confirmation of receipt of goods, suck as . ",
the cut off is End of Month, Mol Termination of Funding Period. {per copy of schedule sent]

Now I'm confused. That's not how the copy | have in my hand is reading. I'lt call you about this one tamarrow,
# 11- This is for the secondary copy correct?
Absolutely correct — Jusi making sure.

# 12 — Per schedule dated 10/94 — The cut off is “After Date of Request”. Description is "Requests routed
within a department for internal approval of purchases prior to generation of a purchase requisition. May
include correspondence or internal forms. { | located this in GS 06, not 07)

Again, there should certainly be a revised version with signatures in your file. Would you tike my copy? - The Cut
off is Submissicn of Final Expenditure Report, not Termination of Funding Pericd. {per copy of schedule sent).

I'tl take care of it....see #6

Please make the requested corrections and re-submit an electronic copy for review. Once corrected, [ will
assign NEW DAN's.

in the meantime, if you have any guestions on the status of this schedule, please don't hesitate o contact me
by email or telephone (360) 586-4901.

So 'l walt to hear back from you befare | make any changes or send anything to you. I'm figuring we missed
the April meating, so May agenda here wa come.

Let me know how yvou'd like e to handla all this.
Barbara

Rest ?Qgﬂfwﬁ',
WMichels Maﬂé(’y

State Government Records Man@emenf \S}ﬁecfa/f}'f

Washington State Archives

Office of the Secretary of State

1129 Washingion Street SE; MS: 40238
Olympia, WA 98504



[Please note new email address] Michele Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training, click on the

following link:
http://www.sos.wa.gov/archives/RecordsManagement/records state.aspx

Learn more about the Washington State Archives
Review the State Records Committee Minutes
Review the Local Records Commitiee Minutes

From: Barbara Benson [mailto:bbenson@u.washington.edu]
Sent: Tuesday, March 16, 2010 8:30 AM

To: Mallery, Michele

Subject: RE: record series for SRC review

Hi Michele:

[ would truly love DANs for the UW GS numbers. Flease do feel free to assign them. 1wanted to give you what we had
in the hopes of making it easier to lock up the last revision. I’m ready for anything that comes up® barb

Barbara Benson, Director

Records Management Services
University Records OFfficer

{206) 543-7950

Box 354910
www.washington.edu/admin/recmgt

From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Tuesday, March 16, 2010 8:03 AM

To: Barbara Benson

Subject: RE: record series for SRC review

Barb,

Just a quick question before [ dig into these... .. Shouldn’t we assign a DAN to the UW GS numbers? | thought
that's what we decided? Let me know! | will start checking these in a minute compared to what | have in the
drawer and | will let you know if any corrections are needed.

Rest ’Rﬁﬂam&
Michele Maﬁéty

State Government Records Man@emenf &ﬁecmﬁ}f

Washington State Archives

Office of the Secretary of State

1129 Washington Street SE; MS: 40238
Olympia, WA 98504

[Please nate new email address] Michele. Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368



To receive updates on records management advice, records retention schedules and training, click on the

following link:
http://www.sos.wa.gov/archives/RecordsManagement/records state.aspx

Learn more about the Washington State Archives
Review the State Records Committee Minutes
Review the Local Records Committee Minutes

From: Barbara Benson [mailto:bbensan@u.washington.edu]
Sent: Monday, March 15, 2010 4:47 PM

To: Mallery, Micheie

Subject: record series for SRC review

Hi Michele:

Attached are 13 record series for SRC review. I'd like to get them in for the April SRC meeting if that's at all possible, but if you can’t
I'll let the process owner know.

The first 12 series are revisions and the 13" is a new series. These are all record series found in Section 07 of our General Recards
Retention Schedule. They apply to any office at the UW who has a federal grant or contract. You can see the series as they currently
exist at: http://f2.washington.edu/fm/recmgt/retentionschedules/gs/general/uwgs?

At the request of our Grant and Contract Accounting Office who is the process owner for these records, we are requesting approval
for these series. GCA feels strongly we should be in exact compliance with the Federal government rules regarding the management
of financial records relating to grants and contracts. The Feds don’t see a difference between OFM and OPR, so you'li notice that all
these series have the same cut-off and same retention regardless of whether they are OFM or OPR.

This is a major overhaul of the financdial records in section 07 of our retention schedule.

If you have any questions, please just email me directly. | know this is a controversial and complicated revision and | think it will be
easier if | just handle it myself rather than delegate it to Andrea like usual.

I'm also including the Federal rules that we cite as the reason for this revision so the SRC can look at the language we are trying to be
in compliance with. These rules are written by the Office of Management of Budget and apply specifically to Higher Education,
Hospitals and Non-Profits. If you want to see the whole document, here is the iink:

http://www.whitehouse.gov/omb/circulars a110/

The section that we are citing is below. 1 bolded the hit that refers to us. All our awards are renewed quarterly or most often
annually.

Happy to answer any questions that may arise,

Take care, Barb

___.53 Retention and access requirements for records.
(a) This section sets forth requirements for record retention and access to records for awards to recipients.
Federal awarding agencies shall not impose any other record retention or access requirements upon

recipients.

(b) Financial records, supporting documents, statistical records, and all other records pertinent to an award
shall be retained for a period of three years from the date of submission of the final expenditure report or, for
awards that are renewed quarterly or annually, from the date of the submission of the quarterly or annual
financial report, as authorized by the Federal awarding agency. The only exceptions are the following.



(1) If any litigation, claim, or audit is started before the expiration of the 3-year period, the records shall be
retained until all litigation, claims or audit findings involving the records have been resolved and final action

taken.

(2) Records for real property and equipment acquired with Federal funds shall be retained for 3 years after
final disposition.

(3) When records are transferred to or maintained by the Federal awarding agency, the 3-year retention
requirement is not applicable to the recipient.

(4) Indirect cost rate proposals, cost allocations plans, etc. as specified in paragraph ___.53{g).

(c) Copies of original records may be substituted for the original records if authorized by the Federal awarding

agency.

(d) The Federal awarding agency shall request transfer of certain records to its custody from recipients when it
determines that the records possess long term retention value. However, in order to avoid dupticate
recordkeeping, a Federal awarding agency may make arrangements for recipients to retain any records that
are continuously needed for joint use,

(@) The Federal awarding agency, the Inspector General, Comptroller General of the United States, or any of
their duly authorized representatives, have the right of timely and unrestricted access to any books,
documents, papers, or other records of recipients that are pertinent to the awards, in order to make audits,
examinations, excerpts, transcripts and copies of such documents. This right also includes timely and
reasonable access to a recipient's personnel for the purpose of interview and discussion related to such
documents. The rights of access in this paragraph are not [imited to the required retention period, but shall
fast as long as records are retained.

(f) Unless required by statute, no Federal awarding agency shall place restrictions on recipients that [imit
public access to the records of recipients that are pertinent to an award, except when the Federal awarding
agency can demonstrate that such records shall be kept confidential and would have been exempted from
disclosure pursuant to the Freedom of Information Act (5 U.S.C. 552) if the records had belonged to the

Federal awarding agency.

{g) Indirect cost rate proposals, cost allocations plans, etc. Paragraphs (g9){(1) and {g)(2) apply to the following
types of documents, and their supporting records: indirect cost rate computations or proposals, cost
allocation plans, and any similar accounting computations of the rate at which a particular group of costs is
chargeable (such as computer usage chargeback rates or composite fringe benefit rates).

{1) If submitted for negotiation. If the recipient submits to the Federal awarding agency or the subrecipient
submits to the recipient the proposal, plan, or other computation to form the basis for negotiation of the rate,
then the 3-year retention period for its supporting records starts on the date of such submission.

(2) ¥ not submitted for negotiation. If the recipient is not required to submit to the Federal awarding agency or
the subrecipient is not required to submit to the recipient the proposal, plan, or other computation for
negotiation purposes, then the 3-year retention period for the proposal, plan, or other computation and its
supporting records starts at the end of the fiscal year {(or other accounting period) cavered by the proposal,
plan, or other computation

Barbara Benson, Director
Records Management Services



University Records Officer

(206) 543-7950

Box 354910
www.washington.edu/admin/recmgt

Best Rgﬂa%ﬁ,
Michalz Mzﬂéry

State Government Records W&rn@emenf é’/Jeciaﬁyf

Washington State Archives

Office of the Secretary of State

1120 Washington Street SE; MS: 40238
Olympia, WA 98504

[Please note new email address] Michele. Mallery@sos.wa gov

Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training, click on the

following link:
htip://www.sos, wa.gov/archives/RecordsManagement/records state.aspx

Learn more about the Washington State Archives
Review the State Records Committe Minutes
Review the Local Records Committee Minutes
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